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Excel Intermediate

Countif, Sumif, Averageif

These 3 functions can calculate specific things in your data, allowing you to 

do useful analysis.

Countif counts how many times a specific thing appears in your 

data.

It has 2 elements.

Range: The range of cells you want evaluated. You can either 

use a cell range like $D$2:$D$30, or a column range like D:D.

Criteria: The specific thing you are counting in the range. It can 

be either text or a cell reference.

Sumif adds together all the numbers that match a specific thing.

It contains a Countif within it, so the range and criteria are 

identical. 

Sum Range: What numbers are being counted from the same 

row after it finds the criteria.

Averageif creates an average of all the numbers that match a 

specific thing.

It contains a Countif within it, so the range and criteria are 

identical. 

Average Range: What numbers are being counted from the 

same row after it finds the criteria.
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Excel Intermediate

IF

If is one of the most versatile functions in Excel. It has 3 Elements:

Logical Test: A calculation using a comparison operator. This will always resolve as 

either true or false.

Value if True: What is displayed in the cell if the test is true. This can be a calculation 

or text.

Value if False: What is displayed in the cell if the test is False. This can be a 

calculation or text.

IF always only looks for 1 variable for its true value. 

Any other value is deemed false.

Use Cell References to create Variable boxes. You 

can edit these instead of amending your functions.

Ensure you are creating Absolute References 

where needed.
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Conditional Formatting

Conditional formatting 

allows you to change the 

colour of a cell based on 

the data that is in the cell.

You can use the presets to create several different formatting 

rules. 

You can highlight specific values, see dates or duplications, 

find the top or bottom values, create data bars in each cell or 

display a RAG status.

Don’t forget that you can click on ‘Clear Rules’ and ‘Manage 

Rules’ to edit your conditional formatting if you need to.
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Dates

You can enter a date as 1/1/24 

or 1-1-24.

You can also use Keyboard 

Shortcuts.

Current Date: Ctrl + ;

Current Time: Ctrl + Shift + ;

Excel stores dates as numbers. Each day is the next number upwards. You can use 

the number formatting dropdown to change them between numbers and dates.

This means basic maths with dates are very simple.

Find the number of days between 2 dates:

 =‘Future Date’ – ‘Past Date’

Find a date in the future: 

=‘Date’ + ‘Number of Days’

Find a date in the past: 

=‘Date’ – ‘Number of Days’.

You can use the Today and 

Now functions to give dynamic 

date and time references. 

You can use these in any date 

calculation to get rolling totals.
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Multiple Worksheets

You can add a cell reference from 

another sheet by simply clicking on 

the sheet and then the cell when 

writing your calculations.

This works in any calculation, and can 

be done whether you are writing in the 

cell itself or using the FX button.

You can always follow along with 

your calculation as you write it by 

looking at the formula bar.

If you hold shift as you select sheets, 

you can group them together. This 

allows you to replicate anything you do 

in one sheet identically in the others you 

have grouped.

You can also use sheet grouping 

to easily create summaries.
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Flash Fill

Flash fill allows you to take data 

from one list, change it, and then 

populate it into a different column.

You must fill out the first entry, then 

either type the first letter of the 

second entry or press Ctrl + E

You can do things like:

• Combine names from different 

columns into one

• Split names from one column to 

multiple

• Add punctuation into number strings

• Remove email addresses from names

You must ensure that 

you spell the first entry 

correctly, and that the 

entries are in the same 

format.
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Charts

Click on Insert on your ribbon, 

and you can choose from a vast 

selection of charts to 

visualise your data.

To the right of your chart, you can click on the Elements, 

Styles and Filters buttons to edit and amend your chart. 

You can create multiple charts from the same data, and change 

the filters to show completely different analysis.
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Auditing Sheets

There are a lot of errors you may encounter in Excel. 

They are often easy to diagnose and fix.

A Reference Error is when a cell 

reference in the calculation has been 

deleted. You must redo the calculation.

A Name Error is when the function 

name has been spelt incorrectly. 

Double check you have the correct 

function.

A Value Error means that one of the 

cell references in the calculation is 

text. Make sure all cells are referring to 

a number.

A Div/0 error means that your 

calculation is trying to divide by 0. 

Ensure that you are dividing by a 

positive number.
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Auditing Sheets

Excel may calculate 0 if it doesn’t 

understand the logic of your calculation.

A circular reference in where you are using 

the cell in its own calculation. This 

resolves as a 0. Make sure all calculations 

are in their own cell.

The Count function only counts numbers. If 

you try to count text it will display 0. Use 

CountA to count text as well.

All calculations start with an = sign. A 

space beforehand will turn your calculation 

into a text reference. Ensure your 

calculations are displayed properly.

Press Ctrl + ` or ‘Formulas – Show 

Formulas’ to see the formulas in the cell 

instead of the calculations.
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